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e-LA Before the Mobility 
(first version to be done before your departure)

At University of Warsaw an electronic version of Learning Agreement 
(e-LA) completed in USOSweb is obligatory for all Erasmus outgoing 
students. e-LA consists of three parts: Before, During and After the 
mobility.

Your e-LA should be visible in your USOSweb profile: Student’s section 
> student exchange> mobilities > learning agreement

Please note! If you see a similar message:

Please note! If you see this message:

you need to contact the Dean’s Office /students’ office as soon as 
possible and ask for an e-LA to be created for this mobility in your student 
profile. You will see your e-LA the next day (after data migration).

complete the e-LA following the steps below (your e-LA works fine 
despite this notification).
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In order to sign the financial agreement at IRO and receive the Erasmus 
grant you need to submit a scan of your LA Before the Mobility (containing 
at least Table A and Table B), which must be approved online by the 
faculty coordinator in USOSweb and signed by the host university. 

The printout of your LA Before the Mobility must contain:

•	 Table A - External courses
•	 Table B – Courses not required for completion of programme 

(courses at UW which you will not have to take/ pass because they will 
be replaced by the courses taken at the host university)

•	Courses required for completion of the programme (curriculum 
differences at UW) – if applicable

How to fill in your e-LA correctly?

After you log into your USOSweb profile (Student’s section > student 
exchange> mobilities > learning agreement> details of the 
agreement) you need to complete three parts.

In order to create the list, click on ‘Add new external course’

1. Enter (add) each new course separately. Find out from the faculty 
coordinator what number of ECTS you are obliged to obtain (not 
fewer than 20 ECTS per semester/ 40 ECTS per full year). You 
must provide the number of ECTS for every course.

2. ‘Name (of the course)’ – write the name of the course in the original 
language of instruction as provided in the syllabus.

3. ‘Name (of the course in English)’ – if the English name of the course 
is not provided in the syllabus ask the partner university for a 
translation.

4. ‘Course coordinator’ – complete this field with the name of the 
academic teacher running the course
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1. Find out from the coordinator which courses can be removed from 
your study programme at UW due to the fact that you will obtain 
ECTS at the host university. The option ‘add new course not required…’ 
will transfer you to the UW course catalogue. Add all the courses which 
will be removed from your study programme to this part of your e-LA 
(by clicking on the chosen courses in the catalogue).

2. The number of ECTS in Table B should be similar to the number of ECTS 
in Table A.

3. Table B CANNOT be left empty (this does not apply to NOHA, MBA, 
IBP and double degree students - they do not need to complete 
this table, as they have a mobility window planned in their course of 
studies).

Please note! Do not register in USOSweb for the courses 
you have added to Table B in your e-LA.

1. Find out from the faculty coordinator whether there are any courses 
which you will ha ve to complete at UW during the semester of your 
mobility (curriculum differences) ex. BA seminar. By clicking ‘add new 
course required for completion…’ you will be transferred to the UW 
course catalogue. In order to add a course as a curriculum difference to 
your e-LA, click on the given course in the catalogue.

2. If you have an outstanding exam from the previous academic year (a 
conditional pass) it should be added here.

3. If you have no curriculum differences, this part of LA can be left empty.

Please note! Do not register in USOS for the courses 
you have added to Table B
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What’s next?

When you have completed filling in your e-LA, you can click on the link:

or send an email to your departmental coordinator (at UW) asking for 
your e-LA to be accepted online. Ask your coordinator, which form of 
notification he/she prefers (the automatic one in USOSweb or an email).

Please note! If you click on the option ‘Finish editing 
and notify the coordinator’ you will not be able to make any changes in 
your e-LA. Changes will be possible only if the coordinator allows you 
to edit the e-LA again. If you clicked on this link too early or by mistake, 
contact your coordinator and ask him/ her to unlock your e-LA. The 
coordinator should use the option ‘unlock editing for students’. 

When the coordinator accepts your e-LA online, the status of your e-LA 
will change to ‘Approved by the coordinator’ and you will see this 
message:

Now, you can print your e-LA Before the Mobility as a PDF file.

You don’t need an additional physical signature of your faculty 
coordinator on the printout.
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Send the PDF with your e-LA in an email to the host university to be stamped, 
signed and sent back to you.

Do not send your e-LA if there is a DRAFT watermark across the document. 
‘Draft’ means that the e-LA has not been approved by the coordinator and 
your e-LA is invalid.

Please remember! A printout of your e-LA with 
table A, table B and curriculum differences (if applicable), approved by your 
coordinator and signed by the host university is mandatory in order to sign 
the Erasmus financial agreement at the International Relations Office and 
receive the Erasmus grant. You should sign the financial agreement about 
2-3 weeks prior to the start of your mobility, so plan getting your e-LA signed 
by the host university with sufficient notice.



- 6 -

e-LA During the Mobility 
(changes done during your studies abroad)

All changes to your Learning Agreement must be done electronically, 
via USOSweb. There is no need to fill in any other ‘paper’ forms of LA.

All changes must be made within 3 weeks from the start of your studies 
at the host university. In order to modify your e-LA:

1. email your Erasmus departmental coordinator (UW), asking him/ her 
to allow you to make changes to your e-LA;

2. you will be able to change your e-LA (delete a course or add a new 
one) only after your coordinator allows you to modify your study 
programme in USOSweb (by clicking the button ‘edit the LA’)  
 

3. having modified your e-LA, contact your coordinator again, asking 
him/her to approve the changes you have made;

4. when your-LA with changes is approved, print out the final version 
- e-LA During the Mobility from USOSweb: mobilities > learning 
agreement > print LA During the Mobility  

Next, ask the Erasmus coordinator at the host university to sign 
the document. The e-LA printed from the UW system does not need 
signatures or stamps of the coordinators at UW. The printout contains 
information that it is generated from the USOS system and it has been 
electronically approved by the coordinator at UW.
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Please note! The printout of the final version of e-LA 
During the Mobility must be signed by the host university within the 
first month after the start of the academic courses. 

 

Please note!  There is no need to send your e-LA printouts 
to the IRO UW while you are abroad. The document (stamped and 
signed by the coordinator at the host university) can be submitted upon 
your return, however no later than 31st March/ 15th September in case 
of students coming back after the first/ second semester respectively. 
 

Please note!  In exceptional cases, you will be able to make 
more changes to an already modified e-LA, provided your coordinator 
allows you to do it. In such a case, follow the steps described above (a-d). 
 

Please note!  If you are allowed to extend your study 
period to the second semester, you must add the courses to be done 
in the 2nd semester to your e-LA. Similarly, if you want to make changes 
to your e-LA in the second term, follow the steps described above (a-d). 
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e-LA After the Mobility
After you finish your Erasmus studies you are obliged to submit your 
Transcript of Records and e-LA During the Mobility to your departmental 
coordinator and your Students’ office so that your department can 
formally recognise the ECTS you gained abroad. Make sure you find out 
what additional procedures are required by your home department 
at this stage.

steP 1
Your coordinator will convert the grades listed in your Transcript of 
Records to the grades used in the Polish grading system.

steP 2
The coordinator will allow you to make finalchanges in your e-LA, so 
that you can add the Polish grades to the courses listed in your e-LA  
and/or correct the number of ECTS recognised by your department 
(if necessary). The coordinator will need to click on the option ‘cancel 
approval’ to change the number of ECTS or ‘edit grades’ to make it 
possible to add the grades to the course list.

steP 3
You need to enter the grades converted by the coordinator – click ‘edit’ 
next to each course to add the grade. 

steP 4
Next, you need to submit  your Transcript of Records to your Students’ 
office (Dean’s Office /Dziekanat /Sekretariat) or to the person indicated 
by the coordinator. This person will verify correctness of the grades and 
the number or ECTS in USOS and will put a ‘tick’ next to each course which 
will be recognised by your department. The status of your e-LA must 
be changed to ‘Z- final approval completed (by the Students’ office)’.
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Please note! The grades in your LA don’t need to be 
approved in USOSweb by the coordinator. They must be approved in 
USOS by the Students’ office.

steP 5
Check the status of your e-LA in your USOSweb profile. When you see 
that the status has changed to:

Z- final approval completed (by the students’ office)

 

send an email to IRO to inform us that your e-LA has been approved by 
the students’ office.  

steP 6
IRO will print out your LA After the Mobility (Recognition at Home 
University), which is the final document required in the Erasmus 
programme. You do not need to collect it from our office or have it 
signed.

steP 7
You are obliged to pass any outstanding courses - courses required for 
completion of the programme at UW, if such courses were listed in your 
e-LA Before the Mobility (curriculum differences). Once you have passed 
the outstanding exams, the Students’ office will mark your semester/ 
year of studies as completed. 


